Montgomery County’s Department of Liquor Control
Supplier Pricing Procedures

This system will work with several browser and operating system combinations. For
more information about which browsers and operating systems are compatible, please
review the Supplier FAQ’s. The FAQ section will contain this and other helpful
information about hours of operation and general troubleshooting tips.  This document
will provide instructions on the setup and operation of the Supplier system. The next 14
pages will describe the one-time setup of Java and the APPX Java Client which is the
software used to control the Supplier system. The detailed instructions for using the
Supplier Portal follow the Java instructions and begin on page 15.

Installation Procedures for Installing Java Client and
APPX Desktop Client for Supplier System

This is the first screen you encounter when attempting to enter the Supplier system. The
screens and the processes below will only need to be performed the first time you attempt
to use the supplier system on a particular computer. For some computer setups, this
process may not need to be performed because Java is already installed on the system.
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From the screen above, you may view these instructions, on the FAQ’s for the Supplier
Portal or you may enter the Portal itself. If you choose to enter the portal the next screen
encountered will be the screen below. This screen allows the user to enter a password to
get to the first step in entering the Supplier Portal.
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Enter the password and press the ENTER key to navigate to the next web page. On this
next page you will be able to link to the most recent as well as past newsletters and to
link to the current price list for each product type. With the price books you are offered
an option of viewing the books as a PDF document or in an Excel Workbook.

The other option provided is to enter the Supplier Web Portal. Pres the Launch button

to proceed. The screen below is displaying the web page described

above.
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Press the Launch Button to enter the Supplier Portal

Point of Contact for all Liquor/Wine Pricing is
Natasha Wilkerson

Phone #: 240-777-1944
Email: Natasha Wilkerson
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Done
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This screen shot is the first screen you may encounter after you press the Supplier system
button. This screen may or may not appear depending on your Internet option settings.

Infarmation Bar. §|

Did you notice the Information Bar?

The Information Bar alertz you to security-related conditions
[for example, if a patentially ungafe file or pop-up was just
blocked]. If a webpage doez not display properly, look for the
Information Bar at the top of the page and click it.

[ ] Don't show thiz message again

L earn about the [nformation B ar

This is the information bar message which should direct you to look at the top of the
screen for an Internet Explorer security message. The security message states that “This
website wants to run the following add-on: Java™ Web Start ActiveX Control from “Sun
Microsystems, Inc. (unverified publisher). If you trust the website and the add-on and
want to allow it to run, click here...” The place you will be clicking is in the banner
which will be below the toolbar.
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This is the next screen you encounter after you press the Close button on the screen above
and acknowledge the presence of the security message.
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In the banner above, acknowledge that you want to run the ActiveX Control and the
screen below will appear.

Internet Explorer - Security Warning P?l

Do you want to run this ActiveX control?

Mame: JawvalTr) Web Start Activer Conkrol

Publisher: Sun Microsystems, Inc, {unverified publisher)

{ R | [ Don't Run

l--"“hl This Activel control was previously added ko your computer when vou inskalled
,@J another program, or when Windows was installed, You should only run it iF wou
= krust the publisher and the website requesting it, wWhat's the risks

This screen indicates that you will run the ActiveX Control which will begin the process
of installing the Java Runtime Client. Click the “Run” button to begin the process.
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By clicking the “Run” button, you have now prepared your system to accept the Java
installation. The next step is to actually start the downloading process. Click the “Free
Java Download” button as viewed on the screen below to begin the downloading process.
Notice the previous banner referring to the Active X control is now removed.

(= Download Java for Windows Internet Explorer, from Sun Microsystems - Windows Internet Explorer
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least G4MB of physical RAM is recommended. You will alse need a minimum of 98MB of free disk space.

Java software for your computer, or the Java Runtime Envirenment, is also referred to as the Java
Runtime, Runtime Environment, Runtime, JRE, Java Virtual Machine, Virtual Machine, Java Vi, JUK, VI
or Java download.
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The screen below is requesting that you choose whether to “Save” the downloaded file to
disk or to “Run” the download process interactively. Choose the option to “Run” the
download by pressing the “Run” button on the screen below.

File Download - Security Warning

Do you want to run or save this file?

Mame: lavaSetuptuld.exe
Type: Application, G97KE

From:  dl&-cdn-01. sun.com

Biun ][ Save ]| Cancel |

l--"“h] YWhile files from the Internet can be useful, thiz file type can
, e{; potentially karm your computer. [F you do not trugt the gource, do not
= run of save thiz zoftware. What's the risk?

The download process will begin and you will see a screen similar to the one below:

Verifying JavaSetupbul4.exe from diB-cdn-... E|E|K

g..

JavaSetuptul4,exe from dig-cdn-01,sun.com

T T )
Estimated time left 7 sec (159KE of 697EE copied)

Download to: Temparary Folder

Transfer rate; 74.7EBSec
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As you are downloading the software, you may encounter another security screen asking
whether to always accept information from the Sun website, accept information from Sun
website this time or never run software from the Sun website. Choose the option to
always run software from the Sun website as indicated on the screen below.

Internet Explorer - Security Warning &|

Do you want to run this software?
Mame: JawalTM) SE Runtime Environment & Update 14
Publisher: Sun Microsystems, Inc.

(#)ialways run software From "Sun Microsyskems, Inc,"

) Wever run software From "Sun Microsystems, Inc,”

() Aisk me every time

E] Fewer options Run

wehile Files From the Internet can be useful, this file bvpe can potentially harm
wour campuker, Only run software From publishers you trust, What's the risk?
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The next screen encountered is the Java Disclaimer screen. This is where you are

provided the option of view and accept the runtime license agreement. Press the Install
button on the screen below to begin the installation of Java.

Java Setup - Welcome

Welcome to Java™

Javva provides safe and secure access to the world of amazing Jawva content,
From business solutions to helpful utilities and enterainment, Javva makes
wourinternet experience come to life.

MHate: Mo personal information is gathered as part of our install process.
Click here for more information an what we do collect.

Click Install to acceptthe license agreement and install Java now,

[ iChange destination folder Cancel | Imstall
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The next screen presented is for the option of installing the MSN toolbar. The MSN
toolbar is not a requirement for running the Supplier system and we are not approving or
disapproving its use. Either Click or UnClick the “Install the New MSN Toolbar” option
depending upon your choice. Make certain that you understand that by installing this
toolbar it will take some space on your browser screen. We have unclicked this option on
the screen below.

i Java Setup - MSN Toolbar

(é X M3M Toolbar

[
e

— Install a free program with Jawa™

]avﬁ'

Get the new MSN Toolbar for FREE

msn* [EEEETNEEE ==

Find Out what's going on fast in news, sports, entertainment and more.
» See the latest headlines without leaving the \Web page waou're an.

= Be first to know with late-breaking news alerts,
» Use handy Live Search tools from Microsoft to find exactly what wou need,

[ Terms of Use ] [F‘rivac‘;.f Statement

[ ]Install the new MSN Toolbar

By installing the MSM Toolbar, wou agree ko the MSH Toolbar terms of use and privacy statement.
You can remove this application easily at any time,
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The next screen will be the installation bars showing the progression of the install.
Below is an example of this screen.

ig Java Setup - Progress

ay take a Few minutes

Skatus:

[------------------------------------------------------ ]

Now you can have a full-featured office suite that’s
compatible with Microsoft Office for free!

+ Powerful, integrated set of word processing, spreadsheet, presentation, drawing
and database applications ! =

* Reads, edits and saves Microsoft Office files

* Supports over 70 languages and Solaris, Windows, Linux and Mac operating systems
s Uses industry-standard, open file format (OpenDocument) as its default file format

= Builtin, one<lick PDF export

& B @ B B opnoffices
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The final screen for the installation of the Java client is presented below. This screen
may appear at the same time as the starting screen for the Internet Ordering installation
process which will follow this screen in these instructions.

i& Java Setup - Complete

You have successfully installed Java.

Java updates will autormatically be downloaded to provide you with the latest
features and security improvements. To change this, see
b /fjava.comfautoupdate

Press the Close button to remove this message from the screen.
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Once the Java installation is complete, the next screen that will appear will ask you to
install the APPX Desktop Client for Internet Ordering. Press the “Run” button to begin
the Desktop Client installation. The next screen which will appear after the java
installation is complete will be the Supplier Startup screen.

Warning - Security P§|

The application's digital signature has been verified. —
Do you want to run the application? —

Mame: APPY Desktop Client Java \Web Start Demo Application

Publisher: APPY Software Inc

From: https i fdeveloprent, montgomerycountymd, goy

Alwaws trust content From this publisher

Fun H Cancel

g The digital signature has been walidated by a trusted source, Mare Information...
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Instructions for using the Supplier Web Portal

The first screen encountered once you have successfully installed the Supplier software
and chosen to enter the supplier system is displayed below. This screen will appear in a
separate window from your browser. If you do not see the new screen, check your
taskbar and see if your operating system (Windows, MAC or Linux) may have opened a
new window or tab but it is not at the top of your display. For other troubleshooting
issues, please refer to the supplier FAQ’s section.

This initial screen merely serves as a warning of who may use the software. Press the
Continue button and you will be taken to the Department of Liquor Control’s server.

DLC Supplier System E|E|E|
Liguor Control Suppliers - Pricing
i

Welcome to the Montgomery County
Department of Liquor Control
Pricing Entry System
ALCOHOL SUPPLIERS OMLY

This screen and all the screens behind it are for the exclusive

use of Montgomery County Department of Liquor Control's
Suppliers. All others attempting to use this system will be deemed
intruders. Montgomery County Government resenves the right to

sell and distribute its products to those deemed eligible.

Fricing Entry may only be used for adjusting prices of products
being supplied to Montgomery County Department of Liguor Contraol.

If you are a registered Supplier with the County, press Continue

Exit Ordering Now = Continue @

| EAESINERTEE |
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This screen is displayed once you press the “Continue” button.

DLC Supplier System |;”E|E|
Liguor Control Suppliers - Pricing

Welcome to the Montgomery County
Department of Liquor Control
Internet Pricing System

This Pricing process requires a password. The Password has been

i5 acvised you change your password every 30 days.

ACCOUNTNO: [ ]

PASSWORD: [ ]

[— ]
CANCEL | B CHANGE PASSWORD @ COMTINUE @

| ‘rep [oic [intoo | agd 0 )

ALWAYS use the keys which are displayed for navigational purposes. If you do not see
a choice for what you want to do such as, go back to a previous screen, then that option is
not available to you. For navigational key descriptions, please refer to page 7.

Supplier Login

Account Number - The number assigned by Liquor Control.

Password - This is your Account Number until you change the password, which we
advise.

Key your Account Number and Password in the appropriate boxes. If either one or both
are invalid an error message will appear. Make the necessary corrections and press the
ENTER key on your keyboard or move the mouse pointer to “CONTINUE” on the screen
and press the left mouse button.
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Your Account Name will display beside the Account Number. To continue press ENTER
on the keyboard or click the CONTINUE button on the screen.

If you want to end this process, place the mouse pointer on the CANCEL button and
press the left mouse button. This will end your session without any updates.

Error Messages and Actions

Invalid Account Number - correct the Account Number entered

The screen below displays what will occur if you enter an incorrect account number.

DLC Supplier System |Z”§|E|
Liguor Control Suppliers - Pricing

Welcome to the Montgomery County
Department of Liquor Control
Internet Pricing System

This Pricing process requires a password. The Password has heen

i5 adwvised you change your password every 30 days.

ACCOUNT NO: 54161 INVALID ACCOUNT NUMEER MVAL ID ACCOUNT
PASSWORD: |:| CALL 240777-1901
[—— |
CANCEL | B CHANGE PASSWORD @ CONTINUE @
Etrar - Custorner recard Mot on Filell -more— 'REP |DLC | INTOO | Add @_'
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Invalid Password - correct the Password entered

The screen below will be display if an incorrect password is entered.

DLC Supplier System |:| |E| |E|
Liguor Control Suppliers - Pricing

Welcome to the Montgomery County
Department of Liquor Control
Internet Pricing System

This Pricing process requires a password. The Password has been

i5 advised you change your password every 30 days.

ACCOUNT NO: INVALID ACCOUNT NUMEER

PASSWORD: |:| I\IVALID PASSWORD

—
CANCEL | il CHANGE PASSWORD @ COMTINUE @

Error - You have entered the wrong passwordl Try Againl 'Rep [oic [ mToo | A - N
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Once you have pressed the CONTINUE button, the menu below will appear. This menu
allows a supplier to enter next month’s pricing changes in the system and access a variety
of reports.

DLC Supplier System

MAJESTIC FINE WINE
Supplier Menu

| Enter Pricing by Supplier = Inventory Inquiry

Reports
| Current CostReport | | Produet Report W/Inventory on Hand |
| 609 Report | | 609FI Report |
| Products in Alpha Order | | Month to Date Information |
| Customer Names and Addresses | | Specials in Numerical Sequence. |
| Bottles by Location |

=
B | Exit System

Chaose an aption or press END for grevious meiti

| 'reP |DLC | iNTOD | H_'

The list of reports above is specific to each supplier. Each report will be produced as a
PDF document and will then be available for the user to email, print or save via the user’s
PDF reader.
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Below is a listing of each report which is on the Supplier menu and a brief description
about each report.

Current Cost Report — Listing of products numerically to include all the pricing
information about each product. Pricing includes cost, retail and wholesale price. Cost is
broken down by supplier cost, freight, and taxes. Size and proof are also included on this
report.

Product Report W/Inventory on Hand — Listing of all products carried by a supplier in
numerical order which are currently maintained in the DLC warehouse system including
their status (Active, Inactive, or Removable) and the current quantity on hand.

609 Report - Report of Sales & transfers out of the warehouse for the last 12 months.
All quantities on this report are in terms of cases.

609P1 Report — Report of Sales out of the warehouse with separate sales out of the stores
for the last 12 months. All quantities on this report are in terms of cases.

Products by Vendor — Alpha Order — Listing of Products for the specific vendor in
alphabetical order. This listing only includes active products.

Month to Date Information — Listing of products by product number and the activity
which has occurred during the month for each product. Activity items include sales,
transfers, claims, breakage and receiving.

Customer Names and Addresses — Listing of DLC Licensees and their current delivery
addresses.

Specials in Vendor Sequence — Listing of special order products for a specific supplier.
If the supplier only sells DLC stock items this report is unnecessary.

Bottles by Location Report — Listing of products and the quantity on hand at each of the
DLC stores by store abbreviation. All quantities on this report are in terms of bottles.
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After selecting to print each report provided in the portal, the screen below will appear in
addition to starting the PDF reader of your choice. This screen serves as an indicator that
your report has been sent to your PDF reader.

DLC Supplier System |;| |§| E|

PDF Print on Screen Dialog

The PDF Document that you requested to print on screen shaould nowe
bevizible in a separate viewer.

This dialog provides far job control and handling of the print file.
Disposition Selections

Print on Screen? IE Print Hard Cope? Print Summary Oy ?
Recard Lirmit Format |PDF
Frinter 1D WINCLIENT Client-side Printer
Farm 1D PDFECORT Forrait Letter- PDF
Print Mode KEEP Print File Disposition  SCRATCH
Priarity H Print Spool DatelTime  MM/DD/CSYY hhimm ss.th
Mumber of Copies 1 motify UserWhen Done? Frint Banner?

Print File Pathname elappddataPRINTIRERPWC LS THRADD pof

Continue y cancel

| |REP | DLC |DAROD | chy @_'

Press the Continue button and the system will return to your main Portal menu. Any
saving of the report, emailing the report or printing of the report should be done through
your PDF reader.
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Enter Pricing by Vendor

Product Pricing

Pressing the “Enter Pricing by Vendor” button will produce the screen below specific to
the supplier. The pricing screen will appear with a list of the products which DLC has on
file for each supplier.

DLC Supplier System [’._|[’E|g|
Supplier Cost Entry
272 MAJESTIC FINE WINE Period November 2009
Botiles Current New

Product Number & Description per Case | Size Cost Cost.
40700 AL ARRCWOOD CHARD RES SPECIAL 6/C 6 7 S0ML 130.00 il
73881 3T CALINA RES CAE 12 7 50ML 59.00 .oa
73890 3T CALINA REZ CAFMENERE 12 7 S0ML 59.00 .an
73911 ST CALINA RES CHARD 12 750N 59,00 g3.00
73020 3T CALINA EES MER 12 1 50ML 59.00 £3.00
74829 3T CAMBRIA JULIAS VYD P/NOIR 12 7 S0ML 154.00 .00
47357 AT CAMERIA JULIAS VYDS D/NOIR 12 2750, 80.00 [.oo [
74810 3T CAMERIA EATHEEREINEZ W¥D CHARD 12 7 o0ML 136.00 .an
10901 D CARDINALE MERITAGE 6/ 3 7 50ML E04.00 .0o
20030 ST CARMETL ROAD MONTEREY CHARD 12 7 0N, 114.00 145.00
31356 3¢ FREEMARE ABBEY BOSCHE CAE 12 7 o0ML 41a.00 .an

& Print Pricing Changes | | Enter Notes Submit Name Change | ¢ Print Price List

|ExitPricing | ||+ |Record|-{{ ¥ | Page | | = |Record | | | % |Page | 1)y Save Record

Moave fo the appropriate recond to_make change in Cost

Press Save hution to save changes

| 'REP |DLC | INTOO | Chy E_'

This screen displays the first 11 products along with the bottles per case, size and current
cost. The item description is displayed next to the item code. The cursor will be
positioned at the new cost field for each item. Move to the appropriate record and enter
the new cost for the item. If there | no change, leave the cost at zero (.00). Press the
“SAVE RECORD” button or the ENTER key on your keyboard to save the change and
move to the next record. If you do not press the ENTER key on your keyboard or the
“Save Record” button on the screen, your changes will not be saved. After you have
completed the first screen press the page down button and the next page of products will
appear if there are remaining items to be updated.
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Navigating the Pricing Screen

All the navigational buttons are at the bottom of the screen. Your options from left to
right are:

B Print Pricing Changes | This button is for printing a report of all the changes which
have been made. The report will be produced in Adobe PDF format. Any PDF reader
should be able to display the document. Once the report is loaded in Adobe Reader, it
can be printed to any local or network printer which is available.

M Exit Pricing button is used to leave the pricing system.

L7 EntexNotes | £pter Notes allows the supplier to enter notes about the product that
they would like to have reviewed by the purchasing department or the pricing
department.

(& SubmitName Change g it Name Change allows the supplier to enter name change
corrections. These corrections will not take effect automatically but rather will be
reviewed by the purchasing department for verification and format structure.

@ Sr pric Lt | Print Price List allows the supplier to obtain in PDF format a listing
of all their products with the intended pricing. This listing will print the current prices for
products without changes and will display the price change for products which are to be
changed in the next month. For an actual current price list, refer to the DLC Supplier
Website

M This button is for moving to the next record.

Q ¥ | Page This button is for moving to the next page.

] R’“_l“““l This button is for moving to the previous record.

Q 2 | Page This button is for moving to the previous page

Gl SaweReeord s ytton is for saving a pricing change once it is entered. The

system will then move to the next record in alphabetical order.
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Inventory Inquiry

Pressing the Inventory Inquiry button will produce the screen below. This screen will
verify the supplier name.

[=1E9

DLC Supplier System

Inventory Inguiry By Wendor

Welcome to the Montgomery County Department of Liquor Control's
Supplier Product Ingquiry

Supplier Name MAJESTIC FINE WINE

Verify the supplier and press List Products io proceed

@ List Products

Exit

'rep [oic [intoo [ aad -5 )

If you wish to continue press the “List Products” button and a listing of products will
appear for that supplier in numerical order.
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Below is a sample of the listing which will appear. This listing includes the product
number, TAG, name, size and bottles per case.

DLC Supplier System |:||E|E|
Inventory Inguiny by YWendor - Products
MAJESTIC FINE WINE PRODUCTS
Product Product Bottles
Number Description Jize Per/Case
10413 ST MURPHY GOODE CHARD 7 50ML 12
10901 I CARDINALE MERITAGE 6/ 7 50ML 3
1114z ST K JACKSON GRAND RES MER 7 50ML 1z
17000 AT K JACESON GRAND REZ CAE 7505 12
18830 3T K JACESON GRAND RE3 CHARD 7 50ML 12
18988 ST ARROWOOD GR ARCHER CAB 7 50ML 12
28789 AT MATANZAS CREEE CAE 7505 12
28827 ST MATANZAS CREEK MERLOT 7 50ML 6
29769 ST K JACKSON VINT REZ SYR 7 50ML 12
29939 AT CAFMEL ROAD MONTEREY CHARD 7 50ML 12
313358 3C FREEMARK ABBEY BOSCHE CAR 7 50ML 1z
w | Next Record :I Previous Record| | Search Alphabetically | | Choose Starting Point | | Select Product |
¥ | Next Screen | ﬂ Previous Screen I]:il Completed [nquiry|

| 'rep [oie [intoo [ g -5 )

You may use the keyboard arrow keys to move to a product which you want to review
and press the ENTER key to select the product or you may use the navigational keys
below to move around this screen.
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Navigating the Inventory Inquiry Screen

All the navigational buttons are at the bottom of the screen. Your options from left to
right are:

]" w | Hext Record

Next Record button is for moving to the next record.

4 | Brevious Record | preyioys Record button is for moving to the previous record.

| | ¥ | et Screen | [ Next Screen button is for moving to the next page.

| & | Previous Screen| pre.ioys Screen button is for moving to the previous page

| Search Alphabetically | g..qp Alphabetically button is for displaying a listing of the
supplier’s products in alphabetical instead of numerical order

| [ Choose starting Point | Choose Starting Point button is for clearing the screen and
entering in the starting product number. Once you have entered the appropriate product
number press the “Select Product” button to display products beginning with the product
number entered

| Select Product | Select Product button is to display a beginning product and a listing of
products after it if used in conjunction with the “Choose Starting Point” button above. If
a product is already highlighted and selected, this button will navigate to a detail screen
about the particular product selected

B | completed Inqui _ _ N
”.| ompete '"q"w| Completed Inquiry button is used to leave product inquiry
and return to the Supplier Portal menu.
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If you choose to select a product using the “Select Product” button on a selected product,
the screen below will appear. This is a detail information screen which will display all
the demographic information which DLC carries on a specific product.

DLC Supplier System [’._”’E|E|
Warehouse Inventory
Product 18830 Tag 3T K JACKSON GRAND RES CHARD Status
Product Class 87z VARIETAL, AMERICAN WHITE Location 8332
Product Zhort Name EJ GRD REZ CHARD BYFAZS PRICE? Microhrew?

Fegion CAL1 NORTH COAS Brand 246 EENDALL JA Type W25 CHARDONNAY
Package Category W40 AMERICAN WHITE Vintage
Bottles Per Case iz Product Size 7 50ML Age
Gallons Per Case 2.37800 Stock Item? Froof 12 .00
Stamp Gal Per Case 2.37800 Tunces Per Bottle 25.368 Weight 35.000
Cost 142.0000 Freight .0000 Expize Tax 9600 Tot Cost  142.9600
BOTTLE Wholesale Price 16,0200 Retail 20,6300 Bot Cost  11.9133
CASE Wholesale Price 193 .08 Retail 247 .80 Cur Price 193.08
Casezs On Hand 129 Bottles On Hand 4 Pallet ZJize 56
Cases Committed 4 Total WHe Stores 205 Vendor Code 000000
Reorder Vendor 2792 Plant MAJEITIC FINE WINE
On Order a4 .00

Stores PO's Promos | Stats | I |E§'rtPruduct I

| 'rep [oic [intoo | ing 7 )

The above information includes demographic and pricing information which is current.
It does not show new pricing which may have just been entered for a future month.
There are several options at the bottom of the screen which will provide additional
information about the product.

Page 27



Navigating the Warehouse Inventory Screen

__stores | The Stores button will display a listing of each of the DLC stores and the
number of bottles of the product which are available for sale in each store.

M The Promos button will display any current promos which are available
for the product

ﬂ The Stats button will display historical sales of a product including the
current quantity available in the warehouse and number of days of inventory on hand for
the product. Number of days of inventory are based upon a 30 day month.

The Exit Product button will leave the detail product screen and return

to the scrolling screen of products for the supplier.
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Exiting the System

Once at the Supplier Portal menu, press the “Exit” button at the bottom of the screen.
This will return you to the portal menu. Once you return to the menu you may view or
report on any of your products. Once you are done, you should close the browser session
which initiated the pricing update process in order to maintain security of your system as

well as the DLC system.
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